MCAI M5 32 USER S NMANUAL

SECTI ON 1. | NTRODUCTI ON

1.1 PURPCSE

The Marine Corps Automated Instructional Managenent System (MCAIMS) is a
gover nment - owned software application that facilitates the devel opnent and
adm ni stration of instructional prograns. The MCAI M5 32 User's Manua
descri bes the MCAIMS functions and operations and provides instructions for
its use. This docunent is the prinary reference and resource for anyone
needi ng i nformati on about MCAI V5.

1.2 SCOPE

The manual supports the daily operations and nanagenent of a formal schoo
or training center. It supplenents training for new users and furnishes
i nfornmati on and techni ques for advanced users. Because MCAI M5 aut omates
many of the requirenents and processes of training and educati on nandat ed
by the Systens Approach to Training (SAT), you may find it helpful to
consult the SAT CGuide for additional information.

1.3 USER S MANUAL ORGANI ZATI ON

The MCAIMS User's Manual is arranged in sections covering system setup
requi renents and support (Section 2); systeminterface (Section 3); system
use (Section 4); and detailed instructions to performthe tasks associ ated
with each of the follow ng nmgjor functions:

« System Adninistration (Section 5)
« Curriculum Managenent (Section 6)
« Eval uati on Managenent (Section 7)
« Student Managenent (Section 8)

Screen facsiniles fromthe actual systemw || enhance the reader's
under st andi ng of the associ ated expl anati on.

The manual includes the followi ng appendices: Terns, Abbreviations,
and Definitions (Appendix A), MCAIMS Data Dictionary (Appendi x B), Scanner
I nstructions (Appendix C), Tables of MCAIMS to TRRVS Interfaces (Appendi X
D), Marine Corps Interfaces (Appendix E), Using Student Data Export Files
with Mcrosoft Access (Appendix F), and Circunstances for GPA and C ass
Stating Conputation (Appendix Q.

1.4 CONVENTIONS USED IN THI S MANUAL

Bel ow are expl anati ons for conmobn synbol s.

[ ] I ndicates a key on the keyboard. For exanple, press
[Enter] means to press the [Enter] key on the
keyboard. Your key may be | abel ed [Return] instead
of [Enter].

"o Indicates text to be entered. Type whatever is
bet ween the quotation marks; do not type the
guot ati on mar ks t hensel ves.

< > I ndi cates a nessage that MCAIMS di splays in a w ndow.

The nmessage nmay be a question or an error nessage,
e.g., <MCAIM5 is already running>.
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Bol d Text I ndi cates a command button in a MCAI M5 w ndow.
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SECTION 2. SYSTEM SETUP AND SUPPORT

This section specifies the m ni mrum hardware and operating system
requirenents for installing MCAIMS 32. This section al so explains the
requirenent to use this system sunmarizes the approach taken in devel opi ng
MCAIMS and its relationship to the Marine Corps standards for training, and
descri bes system support fromthree inportant sources.

2.1 HARDWARE REQUI REMENTS

MCAI M5 32 requires the use of an | BM conpatible conputer having a Pentium
processor operating at a mni mum of 200 negahertz (MHz) and a mi ni nrum of 64
megabytes (MB) of RAM A full installation of MCAIMS requires 10.2 MB of
hard di sk space for the systemfiles. A conpact installation requires 6.8
MB of hard di sk space. MCAIMS also requires sufficient additional hard

di sk space to allow for the creation/growth of data files associated with
the use of MCAIMS, i.e., Course Descriptive Data (CDD), Prograns of
Instruction (PAs), learning objectives, tasks, etc. The MCAI M5 space
requirenents are in addition to the requirenments for other applications on
your PC, such as Mcrosoft productivity applications.

2.2 SOFTWARE REQUI REMENTS

MCAI M5 32 has been devel oped and tested for use only on Wndows 2000. The
installation of MCAIMS 32 on other operating systens nmay yield | ess than
desirable results. The only solution for optinal results on each PCis to
upgrade the user’s operating systemto Wndows 2000.

2.3 USAGE REQUI REMENT

CG MCCDC mandat es the use of MCAIMS for the production of Course
Descriptive Data (CDD) and Prograns of Instruction (PO). |In order to
conply with this requirement, you nust use the Curricul um Managenent and
System Admi nistration functions of the current version of MCAIMS for

W ndows. Use of other functions available in MCAIMS 32 renmins optional.

2.4 RELATIONSHI P TO THE SYSTEMS APPROACH TO TRAI NI NG ( SAT)

Marine Corps Order 1553.2 establishes the Systens Approach to Training
(SAT) as the nethodol ogy to use in devel opi ng and nanagi ng i nstruction and
MCAIMS as the tool to facilitate it. MCAIMS provides autonated support of
key SAT functi ons:

e« Mintaining a |ink between each task and its supporting term nal
| earni ng obj ective, enabling | earning objectives, and test itens.

e Developing and scoring witten and performance tests.

e DMonitoring student perfornmance.

MCAI M5 al so supports training nmanagenment requirenments of MCO 1553. 2
and the current policy on using MCAIMS to the full est extent possible,
particularly in generating the Course Descriptive Data (CDD) and Program of
Instruction (PO). The key features for producing course schedul es and
managi ng school resources are within the range of capabilities of MCAI NMS.
As further requirenents are identified and anal yzed, enhancenments will be
made to the systemthat will strengthen the rel ationship between ntai ms and
SAT.
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2.5 CHARACTERI STICS OF MCAI M5

MCAI M5 32 is structured to wal k you through the SAT process in a | ogica
progression. |In general, the systemuses a left-to-right, top-to-bottom
approach. This functional hierarchy is based on the devel opnent of the
curriculumas the cornerstone of future managenent processes. However,
this hierarchy is not rigid, and you can sonetinmes build pieces of the
training plan concurrently. This MCAIMS version has several inportant
features:

e Synchronization with SAT

e« User-Devel oped Requirenents

e System Wde Security/Access Control

+ Shared Data

« Miltiple School Support with Data Integrity/ Security

e Use of Either Cdient Server or Stand-Al one Configuration

e Integration with Class 1 Systens - By Nane Assignment (BNA) and Marine
I nt egrated Personnel System (M PS)

e Text Spell-Checking
e Cut and Past
e Data Exporting, Archival, Retrieval, and Backup

2.6 DESCRI PTI ON OF COURSE STATUSES

Courses will be one of three statuses, explained below. Wrking, Locally
Approved, or Submtted.

2.6.1 Working

The Working status is used for initial course devel opnent and the drafting
of subsequent nodifications. W rking courses can be edited freely within
t he boundaries of the user's access rights. Wen you first establish a
course record, it is assigned a Wrking status.

2.6.2 Locally Approved

When a course is fully devel oped and ready for instruction, it is copied to
the Locally Approved status. The Locally Approved course represents the
curriculumcurrently being taught at the school/training center. A Locally
Approved course is required to create class records, student records,

tests, and schedules. Only certain data nmay be edited directly in a
Local | y Approved course, although all data nmay be updated indirectly by
copying fromthe Wrking course through nmenu options.

2.6.3 Subnitted

When the school/training center is ready to subnmit a CDD or PO for
approval, the Locally Approved course is copied to the Submtted status.
This Submitted course serves as the basis for the creation of CDD and PO
export files for subnission to MCCDC. The Subnitted course will renain
unchanged during the approval process even though the Wrking and Local ly
Approved courses may change during the day-to-day operations of the school
There is no edit capability in this status.
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2.7 SYSTEM SUPPORT

Revi ew the technical information presented in this section to ensure that
you understand the hardware and software installation requirenents.
Consult your site's MCAIMS Prinmary System Administrator, Information
Systens Coordi nator (1SC), Network Adm nistrator (Distance Learning
Center), or local Information Systens Managenent O ficer (ISMD) if system
requi renents are in question.

Several sources of information are avail able when you need help in
using the MCAIMS software. Your prinmary self-help resource is this manual.
In addition to this manual, a Conputer-Based Training (CBT) tutorial is
avai |l able. The CBT tutorial provides step-by-step explanations of the
Curriculumfunction. Understanding how to navigate through Curricul umwill
assi st you in the use of other MCAI M5 functions.

Since MCAI M5 has been operational at Marine Corps formal schools since
1987, Standard Operating Procedures (SOPs), turnover files, and experienced
users (or other MCAIMS points of contact) will provide background
i nformation or assistance.

2.7.1 Technical Support

Techni cal support is available from MCAIMS Techni cal Support
Representatives. There are representatives |ocated at Canp Lej eune, Canp
Pendl eton, and Quantico. As a |last resort, you may contact the MCAlI M5
Functi onal Manager |ocated at Quantico to di scuss concerns not covered

el sewhere.

MCAI M5 users are encouraged to contact the MCAI M5 Technical Support
Team for technical assistance. In nbst cases, these experienced
technicians will be your first source for MCAIMS software questions. You
shoul d contact the representative closest to your location. The team
menbers and their phone nunbers (current as of 01 Septenber 03) are as
fol | ows:

« M. Bob Oaen, Quantico, Virginia, DSN 278-3025 or (703)784-3025;
emai | : owenrw@ ecom usntc. ni |

e M. Edith Johnson, Quantico, Virginia, DSN 278-3025 or (703)784-3025;
emai | : johnsone@ecomusnt. m |

e M. Carl WIson, Canp LeJeune, North Carolina, DSN 750-0048 or (910)450-
0048; enmil: w lsoncbh@ ejeune.usnc. ml

e M. Bob Gllespie, Canmp Pendleton, California, DSN 365-9095 or (760)725-
9095; enumil: gillespierm@endl eton.usnc. ml

If you ever receive an error when running any of the MCAI M5 nodul es, a
file nanmed Error.log will be witten to the root directory of MCAIMS. To
access this information, double-click on the Error.log. Wen it opens,
click on File; then click on Print. Contact your MCAI M5 support
representative and relay the infornmation in the Error.| og.

2.7.2 Progranm ng Support

Programm ng of MCAIMS 32 Version 4.0 is provided by Computer Sciences
Cor poration (CSC). The CSC progranmer converted the systemfroma 16-bit
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to a 32-bit application in order to i nprove operational performance,
stability, and database connectivity and to provide conpliance with Navy-
Marine Corps Intranet (NMCI) requirements. All questions concerning MCAl M5
progranmm ng support shoul d be channel ed through your MCAI M5 Techni cal
Support Representative.

2.7.3 Gound Training Branch Support

The Trai ni ng Managenent and Eval uation Section of G ound Training Branch is
responsi bl e for devel opi ng and nai ntai ning MCAIMS. They are interested in
your feedback and will consider your suggestions in evaluating and updating
the system

Report errors or nmke suggestions by contacting M. WIIiam Sanderson,
t he MCAI M5 Functional Manager, Ground Training Branch in witing or by e-
mai | : sandersonwa@ecomusnc.ml. |In addition, you nay contact him
directly at DSN 278-3028 or (703)784-3028 to field your questions
concerning the functions or to request on-site training.
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SECTI ON 3. SYSTEM | NTERFACE

This section specifies the network and stand-al one environnents, the three-
tiered access levels, and the responsibilities of the System Adm ni strator
This section also stipulates precautions for manipul ati ng the MCAI M5

dat abases and specifies installation procedures of the software application
program

HINT: Before installing MCAIMS, ensure that you have a default printer
installed on your PC. |If MCAIMS does not detect a printer upon initial
installation, you receive a nessage: “MCAIMS has not detected the presence
of a default printer. Unless you install a printer under Wndows, MCAI M5
reports cannot be generated.” The systemw || abort if you attenpt to
print a report before installing a printer. Sinply install a printer and
MCAI M5 wi Il work correctly.

3.1 CLIENT SERVER VS. STAND- ALONE | NSTALLATI ON

MCAI M5 can function as either a nulti-user application installed on a user-
designated drive of a network server or as a stand-al one systeminstalled
on the hard drive of a single PC. If you have a need for nmultiple users to
access and share comobn MCAI MS data sinultaneously, please refer to
Paragraph 3.1.1 for additional information.

3.1.1 Network Environnent

MCAI M5 is designed for optinmum benefits when installed on a network such as
the Mcrosoft series of network solutions (Enterprise, Local Area, and Peer

to Peer). Installation of MCAIMS on a network ensures sufficient hard disk
space, allows operation as a multi-user system and facilitates shared use
of limted resources such as printers. |In addition to the use of specific

networ ks, users may configure MCAIMS to run in a Mcrosoft peer-to-peer
network environnent if they are using Wndows 2000 workstations.

Cccasional ly, users nay experience | ess than desired perfornance when
MCAIMS is installed on a network server. Such perfornance degradation is
beyond the control of the MCAIMS application. Conditions affecting MCAl M5
performance include the nunber of network users |ogged on at any given
tinme, the network software configuration, or the network's physica
limtations. To enhance MCAIMS performance, the |ocal Infornation Systens
Coordi nator (1SC), the Information Systenms Managenent O ficer (ISMD), or
the MCAIMS Prinary System Administrator nay want to choose from one of the
following alternative installations:

Option 1 - Place the MCAI M5 executabl e and associated files on the
i ndi vi dual user's PC, but |eave the data on the network server. To
acconplish this action, the foll owi ng steps nmust be taken

1. Create a unique directory on the PC of each MCAI M5 user; the nane
for the directory is not mandated, but should be the sane on each
user's PC. Under that directory create two subdirectories, one
named TEMP and the ot her named BACKUPS.

2. Copy all of the files fromthe root directory of the network
installation of MCAIMS to the unique directory created on the
i ndi vidual user's PC. It is not necessary to copy any of the
subdirectories fromthe network server. As an exanple, if MCAI M
has been installed to Drive S and the default directory nanme of
MCW N was sel ected during installation, then you would need to copy
all of the files in the root directory of SI\MCW M.
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Edit the statements in the main section of the MCAIMS.IN file in
the unique directory on the individual user's PCto indicate the
correct network or PC path for the location of the MCAIMS files. In
t he exanpl e provi ded bel ow, the MCAI M5 executable files and TEMP
subdirectory reside on the user's PCin C\MCWN while the actua
MCAI M5 data files are |located on the network server in S:\MCW N
Drive D:\ represents the user's CD-ROM dri ve.

[ MAIN]

DEFAULT PATH=S:\ MCW N\
TEMP PATH=C: \ MCW N\ TEMP\
EVBLEMFON

DP PATH=S: \ MCW N\ DP\

EXE PATH=C: \ MCW N\

CD PATH=D: \ HELP\ MCAI M5\

Option 2 - Establish a Mcrosoft peer-to-peer network. Place the
MCAI M5 execut abl es and associated files on the individual users' PCs.
Sel ect one user's PCto act as the repository for the MCAIMS data. To
acconplish this action, the foll owi ng steps nmust be taken

1

For all MCAIMS users' PCs, except the one where the data repository
will reside, create a unique directory on the PC of each MCAI M5
user. The nane for the directory is not mandated, but should be the
sanme on each user's PC. Under that directory create two

subdi rectories, one naned TEMP and t he other naned BACKUPS.

For all MCAIMS users' PCs, except the one where the data repository
will reside, copy all of the files fromthe root directory of the
network installation of MCAIMS to the unique directory created on
the individual users' PCs. It is not necessary to copy any of the
subdirectories fromthe network server. As an exanple, if MCAI M
has been installed to Drive S and the default directory name of
MCW N was sel ected during installation, then you would need to copy
all of the files in the root directory of SI\MCW M.

For all MCAIMS users' PCs, except the one where the data repository
will reside, edit the statements in the main section of the
MCAIMS. INI file in the unique directory on the individual users
PCs to indicate the correct drive or PC path for the |ocation of
the MCAIMS files. Your ISC, ISMO, or Prinmary System Adm ni strator
shoul d assist all MCAIMS users in nmapping a peer-to-peer network
drive for the location of the data repository. In the exanple
provi ded bel ow, the MCAI M5 executable files and TEMP subdirectory
reside on the users' PCs in C\MCWNMN while the actual MCAI M5 data
files are located on another MCAIMS user's PC that has been mapped
and appears in Explorer as G\MCWN. Drive D:\ represents the
user's CD-ROM dri ve.

[ MAIN]

DEFAULT PATH=G \ MCW N\
TEMP PATH=C: \ MCW N\ TEMP\
EVBLEMFON

DP PATH=G \ MCW N\ DP\

EXE PATH=C: \ MCW N\

CD PATH=D: \ HELP\ MCAI M5\

For the user whose PC has been designated as the data repository,
install MCAIMS directly on this user's PC or copy the entire MCAI MS
installation fromthe network server, to include al

subdirectories. As an exanple, if MCAIMS has been installed to
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Drive S on the network server and the default directory nane of
MCW N was sel ected during installation, then you would need to copy
the entire directory naned SI\MCWN to include all subdirectories.

5. For the user whose PC has been designated as the data repository,
edit the MCAIMS.INI file in the MCAIMS directory that was copi ed
fromthe network server. |In the exanple provided bel ow, the
MCAI M5 executable files and all subdirectories containing data
reside on the single user's PCin CA\MCWMN. Drive D:\ represents
the user's CD-ROM dri ve.

[ MAIN]

DEFAULT PATH=C: \ MCW N\
TEMP PATH=C: \ MCW N\ TEMP\
EVBLEMFON

DP PATH=C: \ MCW N\ DP\

EXE PATH=C: \ MCW N\

CD PATH=D: \ HELP\ MCAI M5\

For both Options 1 and 2 above, edit the properties on all MCAI MS
users' PCs for the icon used to i nvoke MCAIMS. Change the directory to the
uni que directory created on the individual user's PC

WARNING: |If you incorporate the preceding alternative installation
of MCAIMS, you nust renenber to re-copy the files fromthe root
directory of the network installation of MCAIMS to the unique
directory created on the individual users' PCs each and every time an
update to MCAIMS is rel eased.

If you need assistance in establishing a Mcrosoft peer-to-peer
networ k or experience problens accessing MCAIMS in any network environnent,
contact your |ocal Network Adm nistrator. Address hardware conpatibility
i ssues or requests for assistance in establishing a peer-to-peer network to
your local ISCor ISMO. If that person is unavailable, contact your | ocal
MCAI MS Primary System Adninistrator. You nay al so contact your MCAI M5
Techni cal Support Representative for assistance in sharing a comon MCAI MS
dat abase in a peer-to-peer network.

3.1.2 Stand-al one Environnent

MCAI M5 can be installed on an individual user's PC. Although this is not
the preferred environment, it nay be necessary due to the absence of a
network or because there is only a single person using MCAIMS at a given
site. |If there are or can be nultiple users and no network exists, it is
recomended that MCAIMS be installed in a peer-to-peer environnent shared
by multiple users rather than on a single PC. Refer to the previous
paragraph for additional information on running MCAIMS in a peer-to-peer
net wor k.

When MCAIMS is installed as a stand-al one system a user of that
system nust assune the responsibilities of Prinary System Adni ni strator
with regard to perfornng system mai nt enance acti ons as avail abl e through
the System Admi nistration option on the MCAIMS Uilities nmenu, e.g.
pack/i ndex dat abases, archive/restore class information. The Prinary
System Admi ni strator of a stand-al one MCAIMS installation nmust make direct
liaison with the local |ISC for hardware support.
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3.2 THREE-TI ERED SECURI TY ACCESS

Al t hough MCAI M5 does not process classified data, MCAIMS contains persona

i nfornmati on concerning students and instructors, as well as private course
devel opnent and testing data. Do not nake this information accessible to
unaut hori zed personnel. The potential for conpronise increases when MCAI MS
is installed in a network environnent. Therefore, security measures have
been incorporated into the MCAIMS application that work in tandemwth
network security procedures to help protect the integrity of all MCAI M

dat a.

When MCAIMS is installed, an internal password control is used in
addition to the access rights established for the network. User access and
password control are functions coordinated between the | ocal MCAINMS Prinmary
System Admi nistrator and the Network Admi nistrator.

The User ID for the Primary System Administrator will always be
ADMN. During initial installation, the Prinary System Adnministrator is
assigned the password "PASSWORD." The Primary System Administrator will

i medi ately change this password after installation (Paragraph 3.3). It is
critical to safeguard your new password and to enter your password
correctly or the systemw |l not allow you access. 1In addition to entry

into MCAIMS, the Primary System Administrator can also linit other users
access to specific courses, specific functions, and specific nenu bar
options. To sunmarize, access is limted in this three-tiered process as
fol | ows:

« Entry into MCAIMS
« Access to specific courses

« Access to specific functions and nenu bar options (Refer to Paragraph
5. 3. 6)

WARNI NG For continued systemsecurity and integrity, the Primary System
Admi ni strator should change his or her assigned password i medi ately after
installation. Subsequent upgrades will not override this password.
Failure to change the installation password may result in unauthorized
access to private information.

3.3 INTIAL SYSTEM ACCESS BY PRI MARY SYSTEM ADM NI STRATOR

Thi s paragraph explains how to change your password.

1. dick on the MCAI M5 icon on your desktop or the MCAIMS option under
the Start nmenu in Wndows 2000. A nessage box displays the check
for database integrity (Figure 3-01).
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Appropriate File Check e X

Checking for Database Integrity

I 00

MAMCWIN\CRSYAREFTABLE.DBF

Please Standby.....

Figure 3-01. Database Integrity Check

WARNING If any files are missing, the application will not open

and MCAI M5 generates a report of the missing files. Contact your

MCAI M5 Techni cal Support Representative for gui dance before taking
any corrective action. You may be directed to restore the nissing
files (refer to Paragraph 5.3.4) or to re-install MCAI NS

If all of the required database files exist, the MCAIMS Security
di al og box (Figure 3-02) opens. Note that clicking on the CSC | ogo
button opens a contact |ist of the MCAIMS technical support
per sonnel
MARINE CORPS AUTOMATED INSTRUCTIONAL MANAGEMENT SYSTEM 32
(MCAIMS 32)
Developed for Training and Education Command

Ground Training Branch
by

Computer Sciences Corporation
s 234 South Fraley Boulevard, Suite 308 s
Dumfries, Virginia 22026

POC: Ground Training Branch DSN: 2783028

User ID: | |

Password: I New Password: I

Done I Quit |
Figure 3-02. Security

2. Enter the User ID "ADM N' and Password "PASSWORD' in the
appropriate fields.

3. Inmmediately enter a new password in the New Password field (up to
ni ne al phanuneric characters).

4. dick on Done. The MCAIMS main nmenu w ndow (Figure 3-03) opens.
When you choose any nodul e, the MCAIMS main menu w ndow cl oses.
From any nodul e, you nay return to the nmain nenu by choosing the
Main Menu button on the icon bar of that nodul e.

Note that the tool box icon represents the System Admini stration
nodul e; the book icon represents the Curricul um Managenent nodul e;
the magni fying glass icon represents the Eval uati on Managenent
nodul e; and the graduation cap icon represents the Student
Managenment nodul e.
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3.4 MCAI M5 PRI MARY SYSTEM ADM NI STRATOR

The MCAIMS Primary System Administrator is appointed by the school and is
| ocated on site. The MCAIMS Primary System Adm nistrator should be chosen
carefully and is not necessarily the same person as the Network

Admi ni strator. The MCAIMS Primary System Admi nistrator has a distinctly
different role as described bel ow

- Automatically controls access to every single function within MCAl M5
The Primary System Admi ni strator may designate other individuals as
routine users or as course administrators who will hold linmited
access to system adm nistration functions within MCAIMS. The Primary
System Adm ni strator should al so designate an Alternate System
Adm ni strator as a backup to performtasks only the Prinmary System
Adm ni strator can perform This individual will have a separate and
i ndi vi dual password.

« Assigns users unique user |Ds and passwords for entry into MCAIMS and
access to specific courses, functions, and nenu options.

- Designates individuals as course adninistrators with the ability to
add a new course and edit, copy, and delete only the course(s) to
whi ch they have been granted access.

- Distributes information concerning |evel of access to the designated
users.

« Installs MCAIMS on individual PCs for those users not having access
to a network.

« Serves as the first level of assistance/ mintenance for those users
reporting problenms suspected to be related to hardware or the MCAI M5
application software. This includes serving as a liaison between the
| ocal |SC supporting hardware setup and configuration and i ndivi dua
MCAI M5 users.

« Creates course and cl ass records.

- Perforns system mai nt enance actions such as packing/i ndexi ng
dat abases and archiving/restoring class information
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« Serves as the point-of-contact for distribution of MCAIMS materi al s,
to include system updates/revisions, help files, and computer-based
training.

« Coordinates any attenpts to correct data within an actual MCAI MS. DBF
files (Paragraph 3.5).

When MCAIMS is installed on a network, the follow ng additiona
functions are acconplished and coordi nated by the MCAIMS Primary System
Admi ni strator:

« Assists the Network Administrator in the installation of MCAI VS,

« Coordinates with the Network Adm nistrator to ensure access to MCAI M5
is restricted to those users having valid requirenents and that
aut hori zed users have both read-and-wite access.

« Serves as the first level of assistance/ nmaintenance for those users
reporting problens suspected to be related to the network. This
i ncludes serving as a liaison between the Network Adninistrator and
i ndi vi dual MCAI M5 users.

Not e that you shoul d appoint an Alternate System Administrator in
case you are unavailable to performtasks only the Prinary System
Admi nistrator can perform (e.g., assign new users or course

adm nistrators). This individual will have a separate and individua
passwor d.

Section 5, System Adninistration, presents guidance in using MCAl M5
to performthe MCAIMS Primary System Administrator's duties.

3.5 DATABASE NAN PULATI ON

MCAI M5 uses over 100 databases that are in Cipper .DBF format and indices
that are in .CDX Foxpro fornat. These files are not conpatible for use
with comercial applications other than Cipper, including Lotus Approach
or Mcrosoft Access used by the Marine Corps. Users are cautioned that
openi ng and savi ng any MCAI M5 dat abase wi thout correctly identifying the
correct type of .DBF file (Clipper) will corrupt the data and prevent its
subsequent use in MCAIMS. To protect the integrity of testing-related

i nfornmati on and user access rights, certain data within specific MCAI M5
dat abases is encrypted and may not be viewed or edited with any comerci al
dat abase application.

WARNING. It is strongly advised that databases in the actual MCAl M5
installation not be viewed or edited with any comercial application. |If
there is a local requirenent to access data stored in any MCAI MS dat abase,
the user should copy the required database to another |ocation on his/her
PC and mani pul ate the copi ed database versus the database actually used by
MCAI M5. NEVER open, edit, change the structure of, nodify an index for, or
mani pul ate a copy of a database and then return that copy to the actua
MCAI M5 installation. Recovery fromthe corruption of actual MCAI M5

dat abases caused by failure to follow this advisory is technically the sole
responsibility of the user. However, mninmal assistance nay be avail abl e,
on a case-by-case basis, through the MCAIMS technical support
representative supporting the user

3.6 SYSTEM | NSTALLATI ON

Installation of the nost current version of MCAIMS is required for severa
reasons: to benefit fromthe system enhancenents/corrections recently
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i ncorporated, to retain conpatibility with the By Nane Assi gnnent (BNA)
system and to neet connectivity requirements of NMCI. Ensure that your
hardware and software neet the mninmumrequirenments identified in
Paragraphs 2.1 and 2.2 before attenpting installation.

The installation process is handled through the use of a commerci al
installation package and requires very little interaction on the user's
part. During this process, obsolete files fromany existing previous
versions are deleted, and directories are created/ deleted as appropri ate.
If MCAIMS is installed over a previous version, all database nodifications
Wi Il occur without user nmanipulation or |oss of integrity.

MCAI M5 may be distributed in two ways: as a single installation file
avai |l abl e via the network or the Ground Training Branch Wb page on the
Internet or on a conpact disc (CD). A CDis distributed on a case-by-case
basi s by your MCAIMS Techni cal Support Representative when you have no
access to a network or the Internet. Depending on the format received
(single file or CD), use the appropriate set of instructions that follow

CAUTION: If you are installing an updated versi on of MCAIMS, be sure
that you carefully follow the instructions in Paragraph 3.6.2
(Updating a Previous Version) before attenpting the installation.

HI NT: Renenber to obtain the current password needed to execute this
versi on of MCAIMS BEFORE you attenpt to install it. Note that your
MCAI M5 Techni cal Support Representative will ask you a few questions
(nane, organization) to track usage of the software.

3.6.1 Initial Installation

Not e that nessages and rel ease notes are provided with each file for
installing MCAIMS. It is critical that you carefully read the nessages and
that you print and read the rel ease notes. The nessages and rel ease notes
provi de | MPORTANT installation instructions pertaining to each rel ease.

3.6.1.1 Single File
A single executable file may be downl caded fromthe Gound Training Branch

(GTB) Wb site (http://ww.tecomusnt. ml/gth/ TME MCAI M5/ I ndex. htn). In
sonme organi zations, users nmay copy the executable fromthe network.

1. Fromw thin Wndows Explorer, double-click on the file nane of the
executable file.

2. During execution, you will be pronmpted for a password. GObtain the
password from your MCAI M5 Technical Support Representative before
attenpting installation. Note that capitalization is VERY
i mportant.

3.6.1.2 CD

Your MCAI MS Techni cal Support Representative can provide you with a CDif
you do not have access to a network or the Internet. Wen MCAIMS is
distributed on a CD, the installation programautonatically runs when the
CDis placed in the appropriate drive. The installation process wll
pronpt you to input a password, obtained fromyour MCAIMS Techni cal Support
Representative

3.6.2 Updating a Previous Version

If you have previously installed MCAI M5 2000, review the rel ease notes
avai |l able on the Wb site or the nessage acconpanying the CD. Either the
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rel ease notes or the nmessage will identify the version of MCAIMS that nust
currently be installed before the new rel ease nay be used. To verify the
version of MCAIMS that is currently installed, start MCAIMS and click on
the button with a question nark. The release nunber will be visible in the
wi ndow that will appear. |If you are not using the correct release, do not
install MCAIMS (i.e., contact your MCAIMS Techni cal Support Representative
bef ore proceedi ng).

If you have archived course information that you will need to
retrieve in the future, you nornally nust retrieve that data before
installing the current release. Review the release notes obtained fromthe
Web site or the nessage carefully. |If you are required to retrieve
previously archived data and do not conply, you may not be able to use the
archived files with the new rel ease.

Not e that nessages and rel ease notes are provided with each file or
CD for installing MCAIMS. It is critical that you carefully read the
nmessages and that you print and read the rel ease notes. The nessages
and rel ease notes provide | MPORTANT installation instructions as well
as information concerning changes, new features, and corrections
incorporated into the new rel ease.

After you have confirmed that you are using the correct version of
MCAI M5, pl ease take the foll owi ng steps:

Have the System Admi nistrator pack and index the databases.
Cl ose all open applications.

If you will be installing MCAIMS onto a network server, you nust be
| ogged into that server and have both read-and-write authority for
the appropriate drive.

4. If you will be installing MCAIMS onto a peer-to-peer network,
ensure that the PC where the databases reside is turned on and that
the shared drive is accessible.

5. If you will be installing MCAIMS onto a network server or in a
peer-to-peer network, ensure all users have exited MCAI MS
bef or ehand.

6. Continue the installation by followi ng the steps presented in the
appl i cabl e previ ous paragraph under Initial Installation (Paragraph
3.6.1.1 or 3.6.1.2).

If you have created a unique directory on the individual users' PCs
(the alternative installation of MCAIMS described in Paragraph 3.1.1),
remenber to re-copy the files fromthe root directory of the network
installation of MCAIM5S to the unique directory created on each user's PC.
Performthis step each and every tinme an update to MCAIMS is rel eased
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SECTI ON 4. SYSTEM USE

The foll owi ng paragraphs di scuss access to the Marine Corps Autonated

I nstructional Managenment System (MCAIMS), various attributes of the system
to include comobn features appearing in it, and descriptions of the MCAI MS
main wi ndow. Fromthis wi ndow, you will nake selections that trigger
specific functions of MCAI M

4.1 ACCESS TO MCAI M5

To access the system you nust do the foll ow ng:

1. Obtain a user ID and password fromthe MCAIMS Prinmary System
Adnmi ni strator.

2. dick on the MCAIMS icon on your desktop, established when you
installed the application. A message box displays the check for
dat abase integrity.

WARNING: If any files are nmissing, the application will not open

and MCAI M5 generates a report of the missing files. Contact your

MCAI M5 Techni cal Support Representative for gui dance before taking
any corrective action. You may be directed to restore the nissing
files (refer to Paragraph 5.3.4) or to re-install MCAINMS

If all of the required database files exist, the MCAIMS Security
di al og box (4-01) opens. Note that clicking on the CSC | ogo button
opens a contact list of the MCAIMS technical support personnel

ETEE—
MARINE CORPS AUTOMATED INSTRUCTIONAL MANAGEMENT SYSTEM 32
(MCAIMS 32)
Developed for Training and Education Command
Ground Training Branch
by
Computer Sciences Corporation
csc 234 Suu?h Fraley Huulevan;], Suite 308 csc

Dumfries, Virginia 22026

il

POC: Ground Training Branch DSN: 278-3028

User ID: | |

Password: I New Password: I

Done I Quit |
Figure 4-01. Security

3. Enter your user ID and password in the appropriate fields of the
di al og box.

4. dick on Done. The MCAIMS main window (Figure 4-02) opens with
i cons representing each nodule. When you choose any nodul e, the
MCAI M5 mai n menu wi ndow cl oses. From any nodule, you may return to
the main nmenu by choosing the Main Menu button on the icon bar of
t hat nodul e.

HI NT: Note that the tool box icon represents the System

Admi ni stration nodul e; the book icon represents the Curricul um
Managenment nodul e; the magni fying glass icon represents the
Eval uati on Managenment nodul e; and the graduation cap icon
represents the Student Managenment nodul e.
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n 4.
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MCAI M5 Main W ndow wi th Fréés Forevér

Fi gure 4-02. Backgr ound

4.2 COMMON AND SYSTEM SPECI FI C FEATURES APPEARI NG | N MCAI M5

MCAI M5 is a conplex, integrated system of databases and functions, equipped
wi th checks and bal ances. This neans |less data entry and nore efficient
use of resources. That is, whenever possible, the entry you nmake in one
function is already avail abl e when you progress to the next function. |If
you nodi fy sonething in one place, it is nmodified in every place that it is
used.

MCAI M5 is al so a wi ndows-based application, with nany user-friendly
features such as nouse support and icons. The follow ng paragraphs briefly
explain the generic and specific features appearing in this system

4.2.1 Mouse

Al t hough you can still use the keyboard for certain purposes in the Wndows
environnent, using the nmouse is usually much easier and faster. |In many
cases, you do not have to input data but need only nake selections with the
nmouse from data di splayed in a w ndow.

I f your nouse has nore than one button, use the left button as the
default button. In special circunstances (e.g., Paragraphs 4.2.13 and
4.2.14), you will be advised to use the right button. The ternms in Table
4-01 refer to basic mouse techniques used in MCAIMS as well as in nost
W ndows environments.

Tabl e 4-01. Mouse Techni ques
TERM MEANI NG

dick To quickly press and rel ease the nouse button. Most
i cons, nenu options, and buttons in MCAIMS are activated
with a single click.
Doubl e- C'i ck To click the nouse button twice in rapid succession. In
MCAI M5, use this technique with the nultiple select
feature (described in Paragraph 4.2.13).
Hi ghl i ght Wthin a text box, hold the left nmouse button down and
slide the cursor over all the text you wish to be
af fected by your next action. Wthin a selection |ist
box, just click on the desired item
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TERM MEANI NG

Sel ect To mark or highlight an itemin order to carry out an
action using a conmand button. You select an itemin a
sel ection list box by clicking it once with the nobuse.
Sel ecting al one does not start the desired action (e.qg.
sel ect an annex, task, |earning objective, or concept
card before clicking on a conmand button such as Edit).
You select a word in a dialog or text box by doubl e-
clicking it in order to carry out an action using your
keyboard or the right nouse button (e.g., [Delete]).

Choose To mark an item and sinultaneously carry out an action
You choose an itemby clicking it once with the nouse
(e.g., choosing a nenu option opens a dialog or selection
list box for that option).

4.2.2 Wndow

The wi ndow on your conputer screen where you do your work initially opens
with a File menu itemor row of icons displayed (Figure 4-02). Wen you
sel ect what you want to do, another w ndow containing other nmenu itens or
perhaps a dialog box or a selection |ist box opens. Wen attention is
focused on a specific window, the title bar of the window is highlighted
and the wi ndow is active.

Once you access MCAIMS, the first wi ndow you encounter is the MCAI M5
mai n wi ndow (Figures 4-02, 4-05, or 4-06 depending on the background you
select). This is the prinmary wi ndow within MCAIM5 fromwhich to access al
functions of the application using the menu or icon bar. The follow ng
bars are a common feature of each w ndow i n MCAI Vs:

« Title Bar. The top bar identifies the window. The title bar is
dynam ¢ and, therefore, changes when you access another wi ndow. This
enabl es you to identify where you are in the system \Wen you first
enter the system the title bar reads MCAIMS 32 Version 4.0. Wen
you access a menu option, this bar changes to the nane of the
selected option (e.g., Curriculum Managenent). It nay also provide
additional information (e.g., name and status of the course with
whi ch you are worKking).

« Menu Bar. The second bar lists nenu itens. The menu bar is dynanmic
because it presents different menu options depending on the function
under which you are working. The MCAIMS main wi ndow (descri bed
bel ow) has only one drop-down list of nenu options (File). The nenu
options for specific functions are descri bed bel ow (Paragraph
4.2.2.1) and presented in detail in the appropriate section of this
manual .

« lcon Bar. The third bar displays icons for the six function
sel ections, described in detail in Paragraph 4.2.2.2. This bar is
avai l able fromany function in the systemand is dynamc. Cicking
on any icon on the bar quickly accesses the corresponding function
(i.e., Exit, System Curriculum Evaluation, Students, Help).

« Status Bar. The bottom bar displays what action is inpending. Wen
only a function window is open, this bar identifies the system naneg,
Num Cap, Insert, Date, and Tinme. Wen an icon or a nenu itemis
selected, the status bar identifies the option or function sel ected.
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When a dialog or selection list box is open, this bar identifies the
comand button sel ect ed.

Note that in the MCAIMS nain wi ndow, there are two ways to access the
various functions and options (explai ned bel ow):

« Cick on the appropriate function fromthe drop-down |ist of nenu
options under File on the nenu bar. Refer to Paragraph 4.2.2.1.

« Cick on the appropriate icon for the desired function on the icon
bar. Refer to Paragraph 4.2.2.2.

You may use the nethod you find nbst convenient for you.
4.2.2.1 Menu Bar
From the MCAI M5 nain nenu, the nenu bar displays only one choice: File.

dicking on File accesses nine options on the drop-down nenu (Figure 4-03),
i ncluding the four MCAIM5-specific functions.

i MCAIMS 32 Yersion 4.0
File

Swstem | @ |

Curriculum

E~aluation

Students

Print Craka Dictionary
Automatic Spell Check Options
EBackgrounds Cpkions

Logoff

Exit

Figure 4-03. Drop-down List of Menu Options

« System This nenu option allows a systemadninistrator to create a
new course and class records and provides the utilities for managing
MCAI M5, Section 5 of this docunent discusses System Adninistration
in detail.

« Curriculum This nenu option is used for the devel opnent and
mai nt enance of a course. Options include naintenance of annexes,
duties, tasks, |learning objectives, concept cards, signature bl ocks,
course statistics, course descriptive data, and prograns of
instruction. A user can also generate reports fromrel ated
information in the databases. Section 6 of this docunment discusses
Curricul um Managenent in detail

« Evaluation. This nenu option is used to nmanage test itens, tests,
student scores, and student grade point averages for an Approved
course and class. A user can generate reports fromrel ated
information in the databases. Section 7 of this docunment discusses
Eval uati on Managenent in detail.

« Students. This nenu option is used to manage personnel information
related to an Approved course and class. A user nay al so generate
reports fromrelated information in the databases. Section 8 of this
docunent discusses Student Managenent in detail.

« Print Data Dictionary. This nmenu option is used by the MCAI M5
Techni cal Support Representative on a case-by-case basis in hel ping
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resol ve dat abase-related problens. Only representatives with a need
to know are provided with the password.

« Automatic Spell Check Options. This nenu option allows you to turn
on or off the Automatic Spell Check feature that is invoked in places
where you enter or edit data. In the Automatic Spell Check Options
di al og box (Figure 4-04), choose the desired radio button and click
on Set to invoke your choice.

Automatic Spell Check Options ' 21l

—Options:

=" ON (Automatically Check Memos)

" OFF {User Checks Memos)

Quit

Figure 4-04. Autonmatic Spell Check Options

The Spell Check feature exists in the System Adm ni stration
Curriculum and Eval uati on nodul es in places such as a reference
table, task steps, course record neno fields (location, purpose,
scope, etc.), test itens. Note that when the Autonatic feature is
sel ected, the Spell Check button will not be enabled in a neno field.
When you click Save in those places, the system displays any

m sspell ed words for you to correct or add to the dictionary. Wen
the Automatic feature is off, the Spell Check button is enabled. You
nmust sel ect the Spell Check button if you want to check the spelling.
If you select Save, the feature is not invoked.

« Background Options. This nenu option allows you to choose the
default Flags Forever background depicted in Figure 4-02, the Power
background (Figure 4-05), or the nore subdued Standard background
depicted in Figure 4-06 bel ow

: MCAIMS 32 Yersion 4.0
Fie

MEAIMS 32 Yersion 40 Nom [Caps [in=

Figure 4-05. Power Background
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+ MCAIMS 32 Version .0 g T |

Ele

e g
s Marines
' The Few. The Proud.
Marine Corps Automated
Instructional Management
System

[nom [Cop- [in- |z003mera [15dsaa |

Fi gure 4¢82ﬁmDStandard Background

When you choose this option, the Background Options dial og box
(Figure 4-07) opens. Choose the desired radio button and click on
Set to invoke your choice.

Background Dptions '5:3 _?I il

—Options:

= POWER Background

" Flags Forever

T Standard Backaround

ot

Figure 4-07. Background Options

« Logoff. This nmenu option logs off the current user and allows this
user or another one to log into MCAI M5 without closing down the
system Selecting this option brings up the MCAIMS Security dial og
box (Figure 4-01). Note that one user may have separate User IDs for
different courses if different |evels of access are necessary for
each course (refer to Paragraph 5.3.6.4).

- Exit. This nmenu option logs off the current user and cl oses down the
system

HI NT: Fromthe System Administration or Student Managenent w ndow,
clicking on File accesses only the Exit option. Fromthe Curricul um
Managenent or Eval uati on Management wi ndow, clicking on File also accesses
the Select option. This allows you to select and work with another course
wi thout exiting the Curriculumor Eval uation nodul e.

4,2.2.2 |lcon Bar

The MCAI M5 mai n wi ndow di spl ays six function icons, depicted in Figure 4-08
and described bel ow. When your cursor rests on any of the icons in the
MCAI M5 mai n wi ndow, a rectangul ar bubbl e appears beneath the icon to
identify it. To select a function, click on the appropriate icon. From
the System Admini stration, Curriculum Evaluation, or Student w ndow, the

i cons displayed are Exit, Miin Menu, and About.
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s MCAIMS 32 ¥ersion 4.0

ile

Aejo/® 2

Figure 4-08. MCAIMS |Icon Bar

T

Click the door icon to exit MCAIMS. To avoid potential problenms, do
not attenpt to exit by clicking on the box with an “x” in the upper
ri ght corner of the screen.

Click the tool box icon to open the System Adninistration
wi ndow.

Click the book icon to open the Select a Course dial og box.
After selecting a course, the Curricul umw ndow opens.

Click the magni fying glass icon to open the Sel ect a Course
di al og box. After selecting a course, the Eval uati on w ndow
opens.

Click the graduation cap icon to open the Sel ect a Course
di al og box. After selecting a course, the Student w ndow
opens.

Click the question mark icon to open the About dial og box.
Each nodul e, including the main menu, is listed along with
its version. Cick the Release Info button to access the
nmost current informati on about each nobdule in a Wndows HTM
Help file format.

S W Pm N S

Main Cick the Main Menu icon to return to the Main Menu from any
hlenu modul e. This is necessary to sel ect anot her nodul e.

4.2.3 Dial og Box

W ndows are typically layered as a result of naking menu sel ections or

clicking on command buttons. In MCAIMS, a prinmary wi ndow often contains a
smal I er wi ndow called a dialog box. A dialog box (Figure 4-09) is a w ndow
that gathers information fromthe user. |In addition to text fields where

you enter data, the dial og boxes may contain other types of fields where
you meke selections (e.g., drop-down lists, check boxes, or option (radio)
buttons). After you enter or select data, you nmust choose a comrand button
to carry out the desired command (e.g., Save).

Method Code Add

CODE:
BATIO: o ll]_ [Student : Instructor)

DESCRIPTION: |

Save | Exit wio Save |

Figure 4-09. Sanple D al og Box
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4.2.4 Selection List Box

In MCAIMS, a prinary wi ndow often contains a smaller w ndow called a

sel ection list box. A selection list box (Figure 4-10) displays a |list of
options. |If there are nore choices than can fit in the box, scroll bars
are provided so you can nove through the list. Once an itemin a field is
sel ected, it appears highlighted, making it the focal point for future
action. After selecting an itemfromthe list, choose the desired conmand
button (e.g., Edit, Delete).

Annex Maintenance [x]

NNEX

OPERATE THE MK13 MACHINEGUN

Nxminm:—?‘

Add Edit | Delete | Done |

Figure 4-10. Sanple Selection List Box

4.2.5 Menop Text Box

In MCAIMS, a prinary wi ndow often contains a smaller w ndow called a neno
text box. This box is simlar to a dialog box in that user input is
required. It also resenbles a limted word processor. The nenp text box
all ows you to enter and maintain pertinent information. Wen you encounter
a text box, such as the one depicted in Figure 4-11, keep the foll ow ng
basi ¢ guidelines in mnd

« Each text box is identified in the Title Bar

« If a text box has a button entitled Delete, pressing it will delete
all of the text entered. A nessage appears to confirmyour decision
If a text box does not have a delete button, the entry of text is
MANDATORY and the text nay not be deleted. 1t may, however, be
edited later.

« \Wien you have only viewed the contents of a text box that was
previously completed, click on the Exit wo Save button to clear the
screen if you have not changed any of the text. dicking on the Save
button when not hi ng has been edited or del eted may i npl ement
addi tional functions.

« Menp text boxes allow the use of the [Enter] or [Return] keys. Press
[Enter] or [Return] only at the end of each paragraph, not each line.
Wthin a paragraph, all text will automatically word wap.

« Menp text boxes allow the use of the [Ctrl] [Tab] keys to insert four
spaces at the cursor. This feature is useful in establishing the
starting point for paragraphs. (Note that each tine [Ctrl] [Tab] is
pressed, the cursor noves four spaces to the right. Although the
effect is the same, this is not like an indent or a tab in a normal
word processor.)
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Student Instructions for Lesson 310000 [ %]
I =]
]
Spell Checker | Delete | Save | Exit wfo Save |

Figure 4-11. Sanple Menp Text Box
4.2.6 Message Box

A nessage box (Figure 4-12) is a wi ndow that displays information,

war ni ngs, or nessages about a particular situation or condition. You nust
respond to the information in these pop-up boxes, usually by clicking on
K, Yes, or No.

Please. select

ywou continue, the new tazk, its TLO, all subordinate ELO= and all azzociated test items wil
be added. “vou mayp want to print a LOYW for thiz tazk after it iz added. Alzo, please note
that any newly copied learning objectives WILL NOT be assigned to concept cards and
wou "WILL MOT be able to change the status of thiz course ta Locally Approved until all
learning objectives are aszigned to concept cardz.  Continue™?

@ You have chozen to add a new tazk to an exdisting duty in Warking Courze MO30334. |f

No |

Figure 4-12. Sanpl e Message Box
4.2.7 Field-to-Field Progression

Pressing the [Tab] key will nmove the cursor fromone field to another in
descending order. Pressing the [Shift] [Tab] keys will nove the cursor
fromone field to another in ascending order. You can also use the nmouse
to nmove the cursor fromfield to field.

4.2.8 Command Button

A command button gives instructions or commands to the systemto conplete
an action. To execute a command button, you may press [Tab] to select the
conmmand button followed by [Enter] to activate it, use the nobuse pointer
and click on the command button, or press the [Alt] key and the underlined
letter on the desired conmand button. In nost cases, the conmand button
provi des access to secondary wi ndows. The Help File explains specific
conmand buttons.

Fol  owi ng are conmon command buttons recurring in MCAl M

Add | Creates a new itemor record.
Edit Edits an itemor a record.
Delete | Del etes an itemor a record.
Spell Checker | Checks spelling of the information in certain fields.
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Cae | Saves information and exits to prior |evel

Exits to prior level wthout saving any changes nmde.

Belect Hi ghlights a record for manipul ation.

Hi ghl i ghts desired record(s) for speedy nani pul ati on using

the multiple select feature

Done | Exits current screen and returns you to prior |evel
Belac and Save |

Qult | Exits current screen and returns you to prior |eve
wi t hout naki ng any changes.

As you click on a conmmand button, it is highlighted.

4.2.9 Shaded Menu Itenms and Command Buttons

A shaded (gray) nenu itemor command button neans that the function is
unavai |l abl e under the current circunstances. For exanple, the CDD for

Submi ssion and PO for Submi ssion nenu options are shaded under the Reports
and PO Report nmenus in the Wrking and Locally Approved status. However,
they can be accessed in the Submitted status. |In addition, the Add, Edit,
and Delete buttons are shaded gray under nbst menu options in the Submitted
st at us.

4,2.10 Radio Button

A radio button (Figure 4-13) is an option button that allows the selection
of only one answer, just as a radio is either on or off. The selected
option contains a black dot. To change your selection, click on another
option. Since you can select only one option, the previous option will no
| onger be highlighted.

Current Tazk 0300.01.01

& Copy Task from another Course:

" Archive Current Task

" Retrieve a Task

Proceed Quit

Figure 4-13. Sanple Radio Button

4.2.11 Hot Keys

There are no function keys in the MCAIMS System however, there are hot
keys. These are shortcut keys using a conbination of the [AlIt] key and the
underlined letter on the desired conmand button. This is a shortcut mnethod
toinitiate a command button rather than clicking on the command button
with the nmouse pointer. Wenever you see a command button with a | abe

that contains an underlined letter, you can use this shortcut nmethod. The
foll owi ng are exanpl es:

.+ [At][A - Add
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. [AIt][E - Edit

. [AIt][D - Delete

« [AIt][P] - Spell Checker
.+ [AtI[Q - Quit

« [At][X - Exit wo Save

4,.2.12 Default Method and Medi a Codes

For conveni ence in naintaining consistency, default nethod and nedi a codes
have been incorporated in the Method and Media Tabl es under Curricul um
Check marks appear to the left of default nethods and nedia (as in Figure
4-14). A check mark indicates that this is a default entry and, therefore,
cannot be edited (except for adding ratios to nethod codes) and cannot be
del eted. You may, however, edit or delete any nethod or nediumthat you
add to these tables.

Media Table Maintenance [ O] =]

Media Code Description

Actual kem{Object [-]

Add | Edit | Delete | Copy | Done |

Figure 4-14. Exanple of Default Code

4.2.13 Miltiple Sel ect Feature

This feature has been incorporated wherever feasible because it allows you
to performa specific action on several selected items. The system allows
you to select nultiple items (e.g., references, learning objectives) in a
sel ection list box to copy or to delete just by double-clicking on each
item (Figure 4-15). The designator for the selected itemturns yell ow.

REFERENCE B Title

FM 2327 - - n
FM 23654 Operator's Manual, Machinegun =
FM 23 67 40mm, MK19

FMFRP 0-1B

MCO 6100.3.1

SAT |
TH D8521A-10/1A

T D8670A-10/1A

T 08670B-10/1A

T D868A-138P/1

TM 11-5855-213-10

-

Add | Edit | Delete | Copy | Sort | Done |

Figure 4-15. Exanple of Miltiple Select Feature
In sone selection |list boxes, you nmay select nultiple itenms by

clicking on the right nouse button to bring up a nmenu (Figure 4-16). Then
use the left button to select the appropriate option on the nenu (e.g.
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4.2.14 Oher Uses
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Note that the nmenu sel ections offered depend on the functions

Concept Card References for Lesson: 310301

REFERENCE B
FM 23.65A N
FMFRP 6-15

TM 9-1005-213-10

| M2
Select/Unselect
Select All
Unselect All

Search

Add

Delete | Page[Chapter |

Beference Table |

Title
Browning Machinegun Caliber .50 HB =

Done |

Exanple of Multiple Select Using Right Cick Feature

for Right-dick Feature

Cick on the right
t ext box.

Paste, Delete, Print,
feature.
text, the only opt

Figure 4-17.

You can quick
cards, wi thout hav
boxes for these fu
designator for the
Search box (Figure
the list.

Fi gure 4-18.

nmouse button within a field on a dialog box or a neno

Select Al (Figure 4-17).

ions avail abl e are Copy,

LO CONDITION:

Without the aid of the reference, given a list of choices, ILII&l
reference, given a list of choices,)

LO BEHAYIOR:

LO STANDARD:

Exanpl e of Right Cick Feature Wth

Iy |l ocate specific tasks,
ing to scrol
nctions. Just
desired task,
4-18).

Search for LO

Print,

A drop-down nmenu with these options appears:

Undo, Cut, Copy,

Click on the appropriate

Unda

Cut
Copy
Paste
Delete

Print

Select All

| ear ni ng obj ecti ves,
through long lists in the selection |ist
right-click the mouse and type in the
| ear ni ng obj ecti ve,
The system quickly finds the desired el enent

|nauu.nz.ua

Wien a field in a dialog box has a gray background with white
and Select All.

Venu Options

or concept

or concept card in the

in

Exampl e of Right dick Feature To Perform Search

4.2.15 Tips and Tricks

The foll owi ng paragraphs address probl ens and operationa

conmonl y encount er

Version 4.0

when runni ng MCAI M5

4-12

i ssues users
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4.2.15.1 Location of SystemData Files

Soneti mes MCAI M5 cannot |ocate the systemdata files. This typically
occurs after an initial installation of MCAIMS in a client-server
configuration where the data is not co-located with the application. |If
MCAI M5 cannot | ocate the systemdata files, you will receive a nessage and
be pronpted to identify where the correct database is |ocated. Search for
the System folder. Once you |l ocate the System folder, click on MCAIMS. dbf,
and click on Qpen (Figure 4-19). Then the Security dial og box (Figure 4-
01) opens. Note that MCAIMS will now wite the correct location in the
MCAIMB. ini file and you will not have this problemthe next tine you access
MCAI M5

2l x|

Locate MCAIMS.DEF

Look i [Z3 SYSTEM [ I e =

cidl.coc T& courhead.dbf T& user_def.dbr
cid.dbF courinfa.cdx usercrs cdx
cidhisk, cdx &cuurinfo.dbf &usercrs‘dbf
cidhist  dbF courirfa.Ft userid.cdx
clasinfo.co & mcaims. dbr T& userid.dbr
clasinfo.dbf PACKDE. IND 1& userID2. DEF

. classtak,cdx @sample.ZIP userlog, cdx
classtat.dbf Y& remesTrU.cEF WL userlog. dbf

ts courhead. cdx user_def.cdx

| File name: ACAIMS.DB = Gpen |
Fies of ooz [MCAIMS.DBF | Cancel

[ Open as read-only

4

Figure 4-19. Locate MCAI M5 DBF

4.2.15.2 M ssing Dat abases

MCAI M5 perforns a critical file check the first tinme each nodul e ( MCAI M5
Mai n nodul e, System Admi ni stration, Curriculum Managenent, Eval uation
Managenent, Student Managenent) is accessed, every tinme the software is
used. In addition to database files (dbf), the critical check includes
additional types of files in the root directory of the MCAIMS installation
(i.e., dl, txt, tIx, bnp, clx, hlp, and chm.

Qccasional ly when you attenpt to execute MCAIMS, you may receive a
list of missing files instead of the | ogon screen. Usually, this nmeans
that you are not |l ogged on to the network or do not have access to the
designated network drive where the data is |located on the server. |If you
recei ve the sanme nmessage after ensuring you are |ogged on to your network
and have access to the correct drive, contact your MCAIMS Support
Representative for assistance in obtaining the mssing files.

4.2.15.3 MCAIMS I's Running Sl ow

Users with their MCAIMS data | ocated on a renptely |ocated server or
another user's PC in the case of a peer-to-peer network nmay experience

sl uggi sh performance fromtinme to time. This problemis an indication of
hi gh volume of traffic over the network. To verify the cause of the
problem try copying several large files fromyour PC to the shared network
drive where the MCAM S data resides. Failure of the copy process indicates
an inability to maintain connectivity with the network server. Check with
your | SC or network support staff for a possible solution. Connectivity
probl enms are usually short termand "trying again later" nmay be the best
solution, especially if you require nmenory intensive processes such as
archiving data, creating |arge reports, packing and indexing databases,
scoring tests with a scanner, or calcul ati ons GPAs and cl ass st andi ngs.
Your | SC may be able to suggest non-peak hours (based on historica

records) for using the network effectively.
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4.2.15.4 Optinum and Safe Perfornmance

The MCAI M5 software was devel oped to optinmize and protect val uabl e
resources, nanely your time and work. To use the systemeffectively,
pl ease nmake a habit of the two operations sunmarized bel ow.

1. Perform pack-and-index routinely, especially when |arge anounts of
data are being entered, deleted, or changed. The MCAI M5 System
Admi ni strator nay schedul e a recurring Pack-and-1ndex, which
i ncl udes a system backup. Refer to Paragraph 5.3.1 and then to
your MCAI MS Support Representative if you require further guidance.

2. Performsystem backup frequently, especially during tinmes when
| arge anpbunts of data are being entered or changed (Paragraph
5.3.3). Backups are created to allow restoration of data should
the original source becone unavail abl e such as the crashing of a
server or loss of a hard disk. Therefore, backups of MCAI M5 shoul d
be noved to either a diskette or to another PC or server. The
MCAI M5 System Adninistrator is the only user allowed to create a
full MCAIMS backup. Communicate with your MCAI M5 System
Admi nistrator to ensure that your data is protected

4.2.15.5 Message about Mai ntenance Bei ng Done

Cccasionally in the process of performng a pack-and-index function, you
may receive a |l ow nenory nessage and the system cl oses down. Upon
attenpting to re-enter the system you receive a recurrent nessage that
mai nt enance i s being done. |If the message continues indefinitely, |ook
under the systemfile and delete a file called packindex.txt. Then re-
enter the systemand attenpt to perform a pack-and-index.

4.2.15.6 Message about Mssing Metafile

When attenpting to print a report in MCAIMS, you may receive an error
stating that MCAIM5 cannot find a Metafile. This error is generated for
vari ous reasons when your PC environnent cannot access a Wndows Tenp
directory. MCAIMS, as well as nunmerous other W ndows-based prograns, uses
the W ndows-defi ned Tenp environnent to create and store files tenporarily.
Files tenporarily witten to the Tenp directory, such as those used in
creating a report, are subsequently deleted after being used to perform

t heir designated function.

Sonetimes the TEMP directory is too full, even though Wndows is
supposed to delete the files after they have served their purpose. The
existing files may be residual to a previous software installation or
remain as a result of a PC locking up and not conpleting its file
mai nt enance functions. After ensuring that all open docunents are saved
and all applications are closed, you may delete all unnecessary fol ders/
files located in the Wndows-designated Tenp directory. It nay be necessary
to reboot your PCin order to delete all of the folders and files from your
W ndows- desi gnated Tenp directory. Then try again to print your report in
MCAI M5, There should be sufficient space for the programto execute.

MCAI M5 requires that a user have full Read, Wite, and Del ete access
to the Tenp directory. Sonetines a Metafile error is generated when your
PC envi ronnment does not have a Wndows Tenp directory defined or when you
do not have adequate access to the Tenp directory. This nornmally occurs
when the network support staff has established access restrictions to
preclude users frominstalling new software on their PCs. A possible
solution that may be inplenented for Wndows NT and W ndows 2000 is to edit
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the Autoexec.nt file normally located in c:\winnt\system directory and to
place an entry at the bottomof the file to establish the Tenp directory.
For example, if MCAIMS were installed on your PC at c:\ntwin\, then the
entry in the Autoexec.nt file would be "set tenp=c:\ncwin\tenp." Be aware
t hat maki ng such a nodification will designate that directory for ALL
applications that use the Wndows Tenp directory. Please coordi nate
changes to the configuration of your PCwith qualified network support
staff.

Note that when MCAIMS is installed, a tenporary directory naned
19MT1 49 is created on drive C (i.e., C\19MII49\). This directory is
created to preclude problens associated with the installation of MCAl M5
when a user does NOT have full Read, Wite, and Del ete access to the
W ndows designated Tenp directory. After the successful installation of
MCAI M5, the user nmay safely delete the directory if it has not already been
deleted. If you are experiencing difficulty installing MCAI M5 please
contact your network support staff.

4.2.15.7 Message about M ssing Printer

When MCAIMS is installed, the systemimediately | ooks for the attachment
of a default printer. |If MCAIMS does not find a printer, you receive a
nmessage: “MCAI M5 has not detected the presence of a default printer

Unl ess you install a printer under Wndows, MCAIMS reports cannot be
generated.” The systemwill abort if you attenpt to print a report before
installing a printer. Sinply install a printer and MCAIMS will work
correctly.

4.2.15.8 Produce PDF Docunent

There nay be circunstances where you want to print a report in Adobe . pdf
format. For exanple, you may want to send a copy of a report as an enai
attachment to a coworker. MCAIMS produces reports using the | atest
infornmation in the database. Before opening MCAI M5, change your default
printer to Acrobat Distiller under the Start button, Settings, Printers
menu options. Then when you choose to print a report, it will be produced
as a PDF docunent. Do not forget to change your default printer selection
back to your original section to resune normal printing.

4.2.15.9 Saving MCAIMS Reports to a Text File

Only a few reports produced by MCAI M5 have been established with the option
for saving as text files. Such reports include GPA/ C ass Standi ngs under
Eval uati on Managenent and d ass | nput, GPA/C ass Standings, Student Data
Export, and Di pl oma under Student Managenent. Neverthel ess, you can stil
save any other report as a text file, utilizing a feature of the Wndows
environnent. However, when you use this feature, you will |ose nost
formatti ng established for the report under MCAIMS. Using this feature
works well on sinple or colum-type reports that are designed to be output
in portrait orientation. Using this feature does not work well on highly
formatted reports, those with condensed fonts, and those witten for

| andscape orientation.

In order to save reports as text files, there are only two steps. You
nmust first set up a Generic Text printer under Wndows (Step 1, descri bed
below). Note that if you are using Wndows NT or Wndows 2000, you nay
need Administrator's privileges to add a printer. To execute the W ndows
feature, which you nay performon an intermttent, as-needed basis, refer
to Step 2.
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The following instructions apply to a Wndows NT workstation. Note
that the process is very simlar for Wndows 98 or W ndows 2000
Pr of essi onal

1. Set up the CGeneric Text printer under W ndows.

a. Before starting MCAIMS, select Settings and Printers fromthe
Start button on your PC

b. Double-click on the Add Printer icon

c. Wen given a choice between My Computer and Network Printer
Server, choose My Conputer.

d. At the next screen, choose the last option naned FILE. Do not
choose to Add Port or to Configure Port.

e. At the next screen, when pronpted to choose a printer
manuf acturer, select Generic. For the Printer, select
Generic/ Text Only.

f. Do not choose to use this printer as your default.
g. It is not necessary to print a test page.

2. Execute the Wndows feature for printing appropriate MCAIMS reports
to a text file.

a. Before starting MCAIMS, set the Generic Text printer as your
defaul t.

(1) Select Settings and Printers fromthe Start button on your
PC.

(2) dick on the Generic Text printer icon

(3) Under File, click on the Set as Default option. A
checkmar k appears beside the option

b. Start MCAIMS and choose to print your report.

c. \When the print preview appears on your screen, click on the
printer icon. You will receive a dialog box asking you to nane
the file.

d. Nane the file. Include the full path where you want the text
file witten and the file extension name "txt" (e.g.
c:\nctains\eval\pft-prelimtxt).

e. Click OK The text file is saved.

f. Cick the Exit icon to return to the menu bar for the selected
nodul e (e.g., Curriculum Managenent, Eval uati on Managenent, or
St udent Managenent).

g. After you exit MCAIMS, be sure to reset the default printer in
order to print your reports in the nornal manner.

4.2.15.10 Usi ng SPSS Sof tware

MCAI M5 data can be used with SPSS software (fornerly known as Statistica
Package for Social Sciences) to provide statistics and uni que conpari sons.
In order to extract MCAIMS data, the file structure of a MCAIMS dat abase
nust be edited because SPSS will NOT open a MCAI M5 dat abase whose structure

contains fields defined as "Menn." MCAIMS dat abases containing Menmo fields
(e.g., Studinfo.dbf) have a corresponding file with the sane nanme, but with
an extension of fpt (e.g., Studinfo.fpt). |If you nmust use such a database

with SPSS, first nmake a copy of both the MCAIMS database file and its
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corresponding file with the fpt extension and nove the two files to a
uni que | ocation. Then you have two choices: (1) open the database file
with Mcrosoft Access or (2) open the database file with Excel

If you open the database file with Mcrosoft Access, edit the file
structure to renove the fields defined as "Meno." After renoving the Meno
fields and saving the database, the database nmay then be opened by SPSS.

If you wish to use the database file with Excel, sinply open the
dat abase file with Excel and i medi ately save the file as an Excel file.
Such files may then be used with SPSS. Note that Excel may change the
characteristics of the various fields of infornation. Be sure to carefully
revi ew each database field before attenpting to use the file with SPSS.
Refer to Appendi x B of the MCAIM5S 32 User's Manual, which identifies the
characteristics of each field in MCAl M5

CAUTI ON:  NEVER open a MCAI M5 dat abase fromthe sane | ocation used by

MCAI MS.  ALWAYS nake a copy of the database you want to use with SPSS.
NEVER pl ace a MCAI M5 dat abase that has been used with SPSS or any other
third party tool back into the live environnent where it nmay be used by
MCAIMS. Failure to follow these precautions nay result in MCAI MS program
failures, for which there may NOT be technical support or a neans of
recovery.
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